EAC - Annual Updates (Citizen)

Purpose: A year from the last time you uploaded an image, you will need to update with a new image and review any outdated information. You will
automatically receive an email when it is time to review.

Role: Citizen

Client: External Access Client (EAC)

Process:
1. You will have received an email stating you have a record that needs your attention.
2. Using credentials, email and password, user will login to portal: https://takemehome.fortbendcountytx.gov/
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3. Scroll to the section titled: "Existing Records Needing Attention". You should see a record here:

e ' 3 https://ecriwebtest fortbendeountytx.gov/ TakelMeHome/Agency TabVieweraspdlay O ~ @ & i 5] Agency Page |
. F A =/

Welcome to Fort Bend's Take Me Home site.

D " If you are new to this site, please use the "Request Access to site” link to register for an account.

If you received an email with instructions, please continue to login using the credentials you were given.
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Take Me Home

ftems: 1

Existing Records Needing Attention

Here you will find any records that have been sent back for your review and potential changes.

This includes updates you have made, missing or unapproved photos, and for your annual review.

Please double click on the item in this list where you see the instructions. This will open the form in question.

S Existing records needing attention...
STATUS

¥ Contains...

| msTrRUCTIONS
% Contains...

_Bajactad Please nplnad a new phaota

Requires Photo Please review the record and upload a new photo.

ems: 2

4. Double-click on the record above, the example here showing a Status of "Requires Phtoto" and Instructions "Please review the record and upload a new
photo."



5. This will open the following window:
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Take Me Home Information

Created By: V_LEONMAT
10/5/2020 2:34:41 PM

Upload Phato
jStatus z
Requires Photo Record Updated -
Instructions Send for Review
Please review the record and upload a new photo.

Last Name Middle Name
[sMITH IE

Nicknames
|scoc—av

Home Address
|4353 1T STREET

City State ZIP
[suGAR LAND |[mx |[77408 |

Date of Birth lAge Gender Height
[111/1950 &E|[70 [m = |54

Hair Color Eye Coler Race Weight
|GRAY ||GREEN <7 || wHITE < |[150 LBS

Please list any features that can help us with identification, such as glasses, tattoos, visible birthmarks, etc.:
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When the new window opens up, look for the "Upload Photo" button to the right and click on it.
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Upload Photo
[Status
{active
Last Name First Name Middle Name
[smiTH | [JorN [[m
Nicknames
|BUDDV, Sonny, Johnny
Home Address
[1425 PARK
City State zIP



7. Click the "Browse" button at the top left to locate a new picture on your computer:
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User Interaction
FILE PATH

Document Types
S0 - Take Me Home Photo
File Type

Image File Format {.777?)
Document Date

10/05/2020

KK

KEYWORDS
Subject Last Name
SMITH

Subject First Name
JOHN

Subject Middle Name
M

Subject Nicknames
BUDDY, SONNY, JOHNNY

Subject Home Address
1425 PARK

Subject City
SUGAR LAND

Subject State

Subject ZIP
77498

Subject DOB
1/1/1950

MM/ ddfyyyy
Subject Gender
M

Subject Hair Color
BLONDE




8. Navigate your computer to a picture file, select it, then click Open.

User Interaction

KEYWORDS

Subject Last Name

SMITH

Subject First Name
JOHN

T |E » Leonard, Matt » Pictures

v G| | Search Pictures

Organize »  Newfolder

{-? Erivaiibes Mame Date modified Type

B Deskiop [® BannerWithText 10/1/2020 11:37 AM - PNG image
|4 Downloads ' fithTevt 20201002 _10/2/3000 7-35 DI
"5l Recent places
E Pictures

fl Documents

e

9/14/2020 1:55-PM IPEG image

- LR i b kR B JPEG IMage

1% This PC

9‘- Network

File name: | Man

Subject Race
WHITE

Subject Identifying Features

M ACOCOo



9. Click the "Import" button at the bottom right.

10. If successful, you should see the following message. Click OK to complete.

¢ https:/fecmwebtest fortbendcountyix.gov/TakeMeHome/WorkView/Viewer/ObjectViewer.aspx?application|D=08Chjectid=42411 8 Classld= 1051 8Screen|d= 1033808 Token=56dd44b31-8a06-4e

User Interaction

Photo uploaded successfully. Thank youl




11. If unsuccessful, you will see the following message. Click OK, then try again.

User Interaction

Photo did not upload. Please reprocess by clicking this task again, and upload a new photo.

12. Next, review the record for any other changes that are required.

Take Me Home Information

Status

Rejected

Instructions

Please check your information for completeness.

I- EH: Ty




14. Then look for the "Record Updated - Send for Review" on the right. Click this to complete and send back to review.
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Take Me Home Information
Created By: V_LEONMAT

9/29/2020 9:49:10 AM

Record Updated -
Send for Review

Please check your information for completeness.

Last Name Middle Name
|

SMITH

Micknames
BUDDY, Sonny, Jehnny

Home Address
1425 PARK

City
SHGAR | AND
£

15. You can close this window.



